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RD I nstruction 2054-V
PART 2054 - EMPLOYMENT
Subpart V - Basic Personnel Records and Files System
§2054. 1051 Ceneral.

Under the provisions of Executive Order 10561 and 12107, O ficia
Per sonnel Fol ders (OPFs), Merged Records Personnel Folders (MRPFs) are
designated as the property of the Ofice of Personnel Managenent (OPM.
Federal Personnel Manual (FPM 293 and FPM 293-31 dated Septenber 2, 1987, and
Depart ment Personnel Manual (DPM 293 contain the OPM and Departmenta
i nstructions regardi ng the establishnent, maintenance, and transfer of the
OPFs/ MRPFs, the Enpl oyee Performance Fol der (EPF), and the Enpl oyee Medi cal
Fol der (EMF). This Instruction supplenments OPM s and United States Departnent
of Agriculture (USDA) instructions and prescribes the Farmers Hone
Adm nistration (FnHA) procedures and nethods for establishing, maintaining,
transferring, and disposing of OPFs and related "For O ficial Use Only"
records.

§2054. 1052 Definitions.

(a) Oficial Personnel Folder (OPF). A folder that contains records
and documents related to civilian enpl oynent under title 5, U S.C. and
establ i shed for each enployee in an organization of the Federa

Gover nnent .

(b) Enpl oyee Medical Folder (EMF). A separate folder that contains al
occupationally related civilian enpl oyee nedical records created during
the course of individual's Federal civilian service

(c) Merged Records Personnel Folder (MRPF). A folder that contains
records and documents related to enpl oynent under both the civil service
personnel system and anot her Federal personnel system (i.e., FBI, State
Department, and Post O fice Departnent).

(d) Enployee Performance Folder (EPF). An envelope (ltem# 212 -
Supply may be ordered fromthe Finance Ofice Warehouse in Ganite Gty,
[Ilinois) maintained on the left side of the OPF/ MRPF which contains
performance appraisals and related records created during Federa

servi ce.

DISTRIBUTION: P Per sonne
Enpl oynent
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§2054. 1052 (Con.)

(e) Disclosure. To provide an individual's records or data to someone
ot her than the individual data subject.

(f) Long-Termrecord. The right-hand side of the OPF record (formerly
referred to as a "permanent"” record).

(g) Personnel Action. The record of any action processed to appoint,
affect, or separate an enpl oyee by use of Standard Form (SF)-52,

"Request for Personnel Action," SF-50, and SF-50-B, "Notification of
Personnel Action,"” or SF 50-A, "Notice of Short-Term Enpl oynment," or OPM
aut hori zed exceptions thereto.

(h) Tenporary record. The left-hand side of the OPF record that, in
nost cases, is not sent with the OPF, but may be returned to the

enpl oyee or destroyed either after the individual |eaves the agency, or
in accordance with a records and disposition schedul e.

82054. 1053 The Chronological Journal File.

The Chronol ogi cal Journal File consists of copies of SF-50B. The
arrangenent of the Chronol ogical Journal File should be in the follow ng
order:

(a) By fiscal year.

(b) Wthin the fiscal year by the follow ng categories.
(1) Accessions.
(2) Changes.
(3) Separations.

(c) The forns should be filed in the Chronol ogi cal Journal Files as SF-
50's are received fromthe National Finance Center (NFC). Personne
action docunents will be retained no |longer than 2 years after the
effective date.
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(d) The files will be stored in a |ocked cabinet in the area where the
OPFs, MRPFs, EPFs, and EMFs are maintai ned.

§2054. 1054 [ Reserved]

§2054. 1055 Responsibility.

Enmpl oyment O ficers are responsible for the proper establishnment and
mai nt enance of all OPFs, MRPFs, EPFs, and EMFs for enpl oyees under their
jurisdiction. An OPF (SF-66), MRPF (SF-66C), and EPF (Item # 212), as
appropriate, will be maintained for each active enployee in the manner
described by the FPM DPM and this Instruction. EM- (SF-66D) will be
mai nt ai ned as indicated in 82054.1066 of the Instruction. Enploynment Oficers
will determ ne the enpl oyees who will have access to these Personnel Records.
Normal Iy, this should be limted to State Directors, Assistant Adm nistrator
Fi nance O fice, and nenbers of their staffs who are specifically responsible
for personnel operations. |In the National Ofice, this will apply to the
Admini strator's staff and the Personnel Division. The confidential nature of
certain material nust be protected, as provided in 82054.1067 of this
Instruction. An enployee or fornmer enployee nmay exam ne his/her OPF and
rel ated personnel records as provided in FPM 294. OPMrequires that necessary
saf eguards be taken to control the review of restricted material, including
exam nati on papers, and material attached to the application, nedica
certificates, and other documents pertaining to an enpl oyee's nedical history,
confidential questionnaires, and other information furnished in confidence.
(See FPM and DPM Chapters 293 and 294.)

82054. 1056 Mai nt enance.

(a) GCeneral. Records pertaining to individual enployees of the FnHA
will be maintained in the standard OPF (SF-66). This also includes the
County Conmittee Menbers. VWhite labels will be used for all personne
folders. These label tabs will be identified by the enpl oyee's nane
(last name first), date of birth expressed in figures as nonth, day, and
year, and
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§2054. 1056 (a) (Con.)

soci al security nunber. The enpl oyee's nane nust be the sane as it
appears on the SF-52. For exanple:

Smith, Mary J. 01 06 34
999999999

(1) Folders for active enployees will be kept in | ocked cabinets in
a single al phabetical series. Wen an active enpl oyee is separated,
except by transfer, his/her folder will be renoved fromthe current
files and refiled in a location for separated fol ders.

(2) Folders for County Conmittee Menbers will be nmaintained as
fol | ows:

(i) Label the folder as in the exanple shown in paragraph (a)
of this section.

(i1) Insert the folders for a given Commttee in a third-cut,
second-position folder, and | abeled to show the nane of the
County or Area Conmittee. The folders should then be placed in
organi zational structure order

(iii) File the OPF (SF-66) for each Committee Menber in
al phabetical order in the folder for the applicable
Count y/ Ar ea

(b) Arrangenent of material within folders. Material to be filed in
personnel folders will be divided into two sections, permanent and
tenmporary, and will be acco-fastened to the positions of the right or
left side of the folder as indicated in FPM Chapter 293-31 and DPM 293
and this Instruction.

(1) R ght side - (upper right) permanent records. |In general, this
i ncl udes docunents representing a formal action which constitutes
the official record or making a substantial contribution to an
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enpl oyee's status and service. SF-50 or equival ent including
letters of appointnent; SF-1126, "Payroll Change Slip," and Form AD
334, "Earning Statenent,"” should be filed by effective date of the
action, with the nost recent changes on top. The permanent nmateria
required to be filed on the right is listed in FPM 293-21, $4-6,
Figure 1, dated Septenber 2, 1987

(2) Left side - (lower left) tenporary records. 1In general, this

i ncl udes docunents leading to a formal action, but not constituting
a record of it and not making a substantial contribution to the

enpl oyee's status and service. During the tinme the official folder
remains in the custody of the Enployment O ficer, correspondence and
forns of a tenporary nature will be destroyed in accordance with the
FPM 293-31, $S4-6, Figure 2, dated Septenber 2, 1987. Exanples of
docunents that will be placed on the left side of the OPF are:

(i) Conpleted SF-52, except where it is used as the officia
docunent or contains the enpl oyee's resignation

(i) Conpleted AD-332, the official position description
(iii) Required records for enploynent of mnors, and
(iv) Oher Departnental forns.

(3) Records and Docunents prohibited frombeing filed in the OPF or
MRPF are listed in FPM Suppl ement 293-31, Figure 3, dated Septenber
2, 1987.
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(i) Pre-enploynent inquiries nust be destroyed after applicant
has been hired.

(i1) Testing and exanining information, except for fina
Noti ce of Rating, nust not be placed in the OPF.

(iii) For official use only records. OPMinvestigative

mat eri al, correspondence, forns, and other docunents regarding
i nvestigation, conplaint, or inquiry of an unfavorable nature
concerning an enployee will be treated as confidential records
"For Oficial Use Only" for the protection of enpl oyees
affected. These records nust be filed in a | ocked safe.

§2054. 1057 [ Reserved]

82054. 1058 Transfer of OPFs, MRPFs, and EM-s.

(a) Requesting OPFs, MRPFs, and EMFs. Wen a person is enployed by the
FmHA and has served previously in the Executive Branch of the
CGovernment, the inactive personnel records, including FHA Committee
menbers records, if any, will be reestablished to the extent possible.
Cenerally, the folder will be requested fromthe |ast Enpl oynent O ficer
if not nore than 30 days have el apsed since term nation of the

enpl oyment, or fromthe National Personnel Records Center (NPRC) if nore
than 30 days have el apsed. Follow instructions in FPM 293-31 and FPM
296- 33, Chapter 30, Table 30-E and Chapter 31, Table 31-K

(1) Requesting Oficial Folder from another Enploynent Oficer.
VWhen arrangenments have been nmade for the transfer (or appointnent
wi thout a break in service) of an enpl oyee from anot her Enpl oynent
Oficer or for reenmploynment within 30 days after separation
(exceptions: See FPM 293-31), the folders (OPFs and MRPFs) will
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(b)

be requested by nmeans of an extra copy of the SF-52 or SF-50 used to
effect the transfer, or by nmenmorandum as desired. EM-s will be
requested by nenorandum fromthe Enpl oynent O ficer 30 days after

t he appoi ntnent date. Be sure the nane, title, and address of the
Enmpl oyment O ficer are included. |If an extra copy of SF-52 or SF-50
is used to request the OPF, the address of the Enployment Oficer
will be added to the form

(2) Requesting Oficial Folders (OPF, MRPF, and EMF) from NPRC.
SF-127, "Request for Oficial Personnel Folder (Separated

Enpl oyees),”™ will be used for requesting personnel folders fromthe
General Services Adm nistration Federal Records Center. This form
wi Il be addressed to "National Personnel Records Center (Civilian),
111 Wnnebago Street, St. Louis, Mssouri 63118" and will be
submtted to the Center in duplicate

(3) Requests for EMFs nmay not be made until 30 days fromthe
appoi nt nent date by the Enploynent O ficer in accordance with FPM
293-31. This delay in obtaining the EMF i s designed to prevent
unnecessary retrieval of an EM-, with the attendant potential for
i nappropriate or unnecessary disclosure of highly sensitive data.

Retention in Agency. Agency may retain OPF for up to 90 days after

the effective date of the enployee's separation, resignation, or renova
to collect all outstandi ng docunments and/or up to 120 days fromthe date
records are subnmitted to OPMin cases of retirenment or death.

(c)

Transferring OPFs, MRPFs, EPFs., and EMFs.

(1) OPFs, MRPFs, EPFs, and EMFs will be forwarded as soon as
possi bl e upon receipt of an official request but not l[ater than five
wor ki ng days after receipt of request. Enploynment officers nust

make sure all requested folders are forwarded in accordance with FPM
293- 31.
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(2) Upon expiration of the 90- or 120-day retention period (see FPM
Chapter 293, Appendi x B), the agency mnmust transfer folders to the
NPRC. The only exceptions to the 90- or 120-day retention period
are as follows:

(i) Enployees with restoration rights;
(i1) Enployees with reenploynent rights

(iii) Folders of enployees separated by reduction-in-force and
whose nanes are entered on the reenploynent priority list are
retained until their names are renoved fromthe list due to
reenpl oynent or deleted fromthe Iist upon expiration of the
retention period (See FPM Chapter 351).

(iv) Folders of enployees who were involuntarily separated and
who appeal their separations nmay be retained until appeals are
resol ved.

(v) Folders for separated enpl oyees for whom | ong-termrecords
are outstanding or for whomretirement records are outstandi ng.

(vi) Wien there is a work situation which makes it probable
that the same people will be enployed repeatedly for short
periods of time, the agency may retain their folders for a
maxi mum period of 2 years after the date of their |ast
separati on.

(vii) Folders for enployees who were involuntarily separated
and who are entitled to severance pay under 5 CFR 550. 702 shal
be retained until the former enployee is reenployed without
tine limtation, is reenployed under an appointnent linmted to
no nore than 1 year (after a break in service of no nore than 3
days), or until the severance pay fund i s exhausted, whichever
comes first.
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(3) Fol ders being shipped or nmailed should be securely packaged and
sealed. Single folders should be sent in an envelope. It is
recommended that a padded envel ope (e.g., a "Jiffy Bag") be used

i nstead of a standard mailing envel ope to provide greater protection
inthe mailing process. Miltiple folders should be sent in a
carton. Folders can be sent by regular first class mail but it is
reconmended that certified, return receipt mail be used since this
procedure is | ess expensive than reconstructing lost files. A list
of enpl oyee nanes and social security nunbers should be included for
each folder in the carton

(d) Forwarding long-termrecords after transfer of folder. |If |ong-
termrecords have been erroneously left out of the fol der, the
submtting office nmust send these docunents i mediately to either NPRC
or the new enpl oyi ng agency or department. Each docunment mnust show the
enpl oyee' s current name, nanme under which formerly enployed (if
different), date of birth, social security nunber, and date of
separation. The transmittal letter should clearly identify the

subm tting personnel office and address.

§82054. 1059 - 2054.1060 [ Reserved]

82054. 1061 Enpl oyee Performance File Systemrecords.

The Enpl oyee Performance File System (EPFS) consists of all performance
rati ngs (AD 435), performance plans (AD-435-A & B), Awards (AD-287-2 and
docunent ati on), and other performance related records. (Revised 09-06-96
“P” PN 705.)

(a) Purpose. The EPFS provides for maintenance of all records used not
only by the Agency, but by other Federal agencies. The records are
used: (1) to assist rating officials in nonitoring and rating
performance; (2) to provide enployees with information on their actua
performance or matters affecting performance and on how, if necessary,
their performance may inproved; and (3) as a basis for decisions

i nvol vi ng pay,

9
(Revision 1)



RD I nstruction 2054-V
8§2054. 1061 (a) (Con.)

assi gnments, reassignments, pronotions, rewards, training, retention
standing in reduction-in-force, reduction-in-grade determnations,
renmoval s, and renedi al actions.

(b) Location of records. Al performance ratings and supporting
docunentation will be filed on the left-hand side of the OPF in an
envel ope (ltem# 212) attached to the left-hand side at the bottom of
the folder. The envel ope should always remain on top of all other
docunentation on the tenporary side of the OPF

(c) Contents of the EPF. The envelope will contain copies of the
fol | ow ng:

(1) Performance rating (AD 435), the elenents and standards
(AD-435-A & B);

(2) Awards (AD 287-2 and docunentation);
(Revi sed 09-06-96, “P" PN 705.)

(3) Letters of reprimand, caution, warning or simlar action papers
that are based on perfornmance;

(4) General letters of appreciation
(5) Relevant records created during appeals;

(6) Any docunments concerning the denial of a Wthin-G ade-Increase
(WE) or reflecting that a request for reconsideration of a W3
deni al has been made and its outcone (the actual request for
reconsideration file to be established as a separate file and not
part of the EPFS), and

(7) Any records relating to conduct matters that agency officials

believe are so interrelated to performance as to warrant retention

in the EPF (care must be exercised that such records are not relied
upon when taking a performance-based action under 5 CFR 432).

10
(Revision 1)
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(d)

(e)

Retention of Records.

(1) Performance appraisals and the el enents and standards wll be
retained in the EPF for 3 years (5 years for SES enpl oyees).

Qut dated records may either be shredded or returned to enpl oyee
(clearly marked as an obsol ete record).

(2) Al records (non-SES enpl oyees only) pertaining to a proposed
reduction in grade or rempoval (does not include reassignment, unless
t he reassignment is al so acconpanied by a reduction in grade), when
the action is based on unacceptabl e performance, nust be renoved
fromany record relating to the enployee if the agency deci des not
to take action because of the enpl oyee's inproved perfornmnce and

t he enpl oyee's performance continues to be acceptable for one year.
The renoval of records at the end of a year of acceptable
performance (i.e., fromthe date of the notice proposing renoval or
denoti on) nust be acconplished no later than 30 cal endar days
following the end of that year

(3) Records may be retained in connection with an appeal for as
l ong as necessary.

(4) Records may be renpved as the result of a negotiated grievance
procedure.

(5) Records may be renoved as a result of a court order. Wen
changes or renoval of performance-rel ated records are necessary,
they shall be nade as soon as possible, but not nore than 30

cal endar days after the final decision is rendered.

Di sposition of Records.

(1) Only ratings of record (AD-435) that are 3 years old or |ess,
along with the performance plan (el enents and standards, AD 435-
A/ B's upon which the latest rating is based, nust be taken out of
EPF and attached to the left side of the OPF and forwarded to the
next servicing personne

11
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office (within USDA, FnHA, or another departnent) or to NPRC

Addi tional ly, an enpl oyee who changes positions during an appraisa
period will be given a "sunmary rating" covering performance in the
former position by the supervisor. Such a summary rating nust

al ways acconpany the OPF.

(2) Al other EPF records are to be destroyed.

§82054. 1062 - 2054.1065 [ Reserved]

8§2054. 1066 Enpl oyee Medi cal Fol der.

(a)

Pur pose. The EMF (SF-66D) was established to provide a uniform

method to retain nmedical records for Federal enployees.

(b)
with

Contents. The EMF contains the follow ng docunents in accordance
FPM Chapt er 293-31, Subchapter 6, dated Septenber 2, 1987:

(1) Medical records created in connection with the Agency's request
to OPM for perm ssion to pass over a preference eligible, when the
perm ssion is denied and the applicant is subsequently hired. In
cases where the applicant is not a preference eligible and the
agency obtains additional medical data to determn ne whether the
applicant can performthe duties of the position, such nedica
records are to be included in the EMs.

(2) Records created/submtted when denonstrating that the applicant
qual i fies for appointnment under special authorities regarding
enpl oynment of the severely physically or nmentally disabl ed.

(3) Medical records created during enploynent as a result of a
condi tion of enploynent or as a result of an on-the-job occurrence
whi ch may i ncl ude:

12
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(i) Records necessary to denonstrate that the enpl oyee
continues to nmeet the nedical standards for the position, e.g.
peri odi c hearing, sight, or physical exam nations.

(ii) Records to support placenment of the enployee in a |ight
duty status or which |l ead to sone other tenporary accomodati on
made by the agency, e.g., a detail because of a nedica
condi ti on.

(i1i) Records created under the agency's enpl oyee health
noni tori ng program

(iv) Cccupational illness/accident/injury records regardl ess
of whether the person files a claimfor worker's conpensation
with the Ofice of Wrker's Conpensati on Prograns (ONCP).

(v) Wen no conpensation claimis filed, the record of the
occupational illness/accident/injury should be nmade part of
that enpl oyee's EMF record, along with any record of treatnent.

(vi) Wien aclaimis filed with OMP, a duplicate copy of the
claimshould be filed in accordance with RD I nstructi on 2069-B
and a copy placed in the EMF during the processing of the case
and during the period that benefits are received. A notation
shoul d be nade in the enpl oyee's OPF that the EMF i s being
retained by FHA. When conpensati on ceases and the case file
and other EMF records are subject to the 30-year retention
schedul e, a notation will be added to the EMF to indicate that
the individual is off conpensation and, if known, state whether
the person is/is not capable of working. The EMF will then be
sent to the NPRC for storage

13
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(4) Records created during the separation process include those
used as the basis for agency initiated separation, those created for
t he agency or employee initiated application for disability
retirement, and those created when the enpl oyee dies in service.
(Records involved in a granted disability retirement or in a death
woul d al so becone part of the OPM CENTRAL-1, Cvil Service
Retirement and I nsurance Records system. Those records include

t hose:

(i) That denobnstrate the person is no | onger capable of
neeting the nedical standards of the position, that there is no
ot her position available for the person, and no ot her
accomodati on can be nade;

(ii) Used in reaching a decision for the agency to initiate a
request for disability retirement;

(iii) Provided by the enployee in connection with an
application for disability retirenent;

(iv) Resulting when the enployee dies in service.

(c) Drug testing records under Executive Order 12564. These are
records created when an enpl oyee undergoes a drug screening test under

t he USDA gui delines. Such records: (1) are subject to the Privacy Act;
(2) are, generally, part of the EMF, and (3) will be maintained in
accordance with USDA, Departnental guidelines.

(d) Designated Manager of EMFs. The Enpl oynent O ficer or Medica
O ficer, designated as appropriate, will control the requesting of EM-s
and requests for

14



§2054. 1066 (d) (Cont.) RD I nstruction 2054-V

di scl osure of records fromthe EM~s. Disclosure will only be made in
accordance with FPM 293-31, DPM 293, 5 CFR Chapters 293, 294, 297, and
RD I nstructions 2015-E and 2018-F.

(e)

Location of records. The physical location for retention of EM

records nmust be retained in a | ocked cabi net separate fromthe OPFs.

(f)

Requests for EMFs. EMFs will be requested (if applicable) no

sooner than 30 days after the date of the new appointnent. No EMF will
be routinely forwarded unl ess requested in accordance with FPM Chapter
293-31 and 5 CFR Chapter 293. EMF's will only be forwarded to the

desi gnated manager. Be sure to include the appropriate name and title
on all requests.

(9)

Retention of records.

(1) Medical records evolving froman enpl oyee's use of the Enpl oyee
Assi stance Programare not to be retained in the EMF unl ess
requested by enpl oyee.

(2) Tenporary records nust not be placed in a new y-created EMF for
a separating enpl oyee and nmust be renoved from an al ready existing
EMF before its transfer to another agency or to the NPRC. Such
records must be di sposed of in accordance with General Records
Schedule (GRS) 1, item 21, issued by the National Archives and
Records Adm ni strati on ( NARA)

(3) GOccupational Medical Records considered to be long-termrecords
nmust be naintained for the duration of enploynent in accordance with
FPM 293- 31, Appendix A Therefore, upon separation, the records
nust be provided to the enpl oyee's new agency as per 82054. 1058
(c)(l) of this Instruction, or they nust be transferred to the NPRC
in accordance with 82054. 1058 (c)(2) of this Instruction

15
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(h) Disposition of records. EMs will be forwarded to either the new
servicing personnel office or to NPRC as per FPM 293-31 and RD
Instruction 2054. 1058 (c).

82054. 1067 Di sclosure of records from OPFs, EPFs, and EMF s.

Request for disclosure of records fromthe OPFs, EPFs, and EMFs under the
Privacy Act and the Freedom of Information Act (FOA) will be handled in
accordance with RD Instructions 2015-E and 2018-F, and 5 CFR 293. 311, 5 CFR
294, and 5 CFR 297.

§82054. 1068 - 2054.1100 [ Reserved]

000
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